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200.15 TITLE: Use of Copier 
ISSUING OFFICE: Financial and Management 
DISTRIBUTION THROUGH: All DFA Employees (LEVEL)
DATE ISSUED/REVISED: 1/25/06 REPLACES:  DATED: 2/25/85 
 
Copier Use: All copies in excess of twenty (20) of the original copy are to be made at the Quick Copy 

Center located in the Ragland Building.  This saves the Department more than $.02 per 
copy. 
 

Exceptions: Emergency need approved by Section Manager. 
 
Misuse: Copiers are to be used for official state business only.  No personal usage (i.e., sheet 
music, recipes, cartoons, etc.) 


